The Voices from the Fisheries Database (VFF DB) is a searchable central repository for consolidating, archiving, and disseminating oral history interviews related to commercial, recreational, and subsistence fishing in the United States and its territories. Thousands of interviews already exist, scattered in dozens of collections.
Many of these will be added to the Voices Database as MP3 digital audio files and/or as interview transcriptions in PDF format files. The oral history interviews have been conducted by professional researchers, by students as part of classroom projects, and by other members of the public. A wide variety of people, both directly and indirectly involved in fishing and fishing-related activities, are included among these interviews.
The Voices from the Fisheries Database will be used as an electronic tool for entering interview data and retrieving that data through web-based forms. The Voices from the Fisheries Database is a powerful resource available to the public to inform, educate, and provide primary information for all who are interested in our local, human experience with the surrounding marine environment. The VFF DB supports diverse users including NOAA Fisheries (NMFS) staff, non-NOAA scientists and managers, educators, students, and the general public.
The Voices from the Fisheries Project and the VFF DB has evolved from the Local Fisheries Knowledge (LFK) Pilot Project. The LFK Pilot Project began in 2003 with funding provided by NOAA Fisheries (NMFS) Office of Science and Technology. The LFK Pilot Project trained high school students in two high schools in Maine to conduct oral history interviews with local fishermen and others in marine fishing-related industries. The students were exploring the connection between local marine fisheries, the marine environment, and their communities. As part of the LFK Pilot Project, a database was created to provide a publicly accessible archive for these and other marine related oral history interviews. The VFF DB replaces the original LFK Database; that database has been decommissioned and the LFK interviews are now available on the VFF DB. The LFK Pilot Project is now evolving under its new name -Voices from the Fisheries-into a 'one stop shop' for those interested in the human connection with our marine and aquatic environments, and our living marine resources.
Document Purpose
This document provides VFF DB users with detailed guidance for performing data entry, data retrieval, and report generation functions. It also provides instructions on how to manage the interviews once a user has entered them into the VFF system.
Text instructions and screenshots are provided to guide users in performing system tasks. Business rules relating to data entry and system use are also outlined with this guide.
Contact Information
If any assistance is required in operating the VFF DB, including adding new interviews to the system, please contact the VFF DB Administrator at NOAA Fisheries' (NMFS The VFF DB is accessed from the Voices from the Fisheries public website at www.voices.nmfs.noaa.gov by clicking on the Add Interview link (see Fig. 2 .0). 
Application Requirements
In order to use the application, your computer must conform to the following requirements:
• Mozilla Firefox, Microsoft Internet Explorer 6.0, Netscape Navigator 6.1 or 6.2 • JavaScript Enabled • Minimum Screen Resolution 800x600 • Popups allowed in browser for this application • Have Microsoft Office (Word, Excel) 2000 or higher installed • Have Adobe Reader 6+ or comparable software installed for viewing PDFs • Have Adobe Professional 6+ or comparable software installed for creating PDFs for the application, or be able access the Adobe PDF file creation application through your Microsoft Word Program.
User Access Privileges
Users of the VFF DB are called Collection Owners.
The As a Collection Owner, you will be able to create a Collection, create a Record for each interview in your Collection, and generate Interview Record Reports (Note: Report Feature will be added in 2010).
System Characteristics
The VFF DB has several features to help users accomplish their tasks. These features include: helpful hints, confirmation messages, menus, and error messages.
Helpful Hints
Hints are used throughout all VFF DB pages to improve user friendliness (see Fig.  2 .4). They appear when the user places his/her mouse pointer over the label of a particular field. Hints assist the user in gaining a greater understanding of the purpose of that field. 
Confirmation Messages
Whenever users perform an action such as saving a new record, updating existing records, or deleting some records, a message asking for confirmation of the action will be displayed (see Fig. 2 .5).
Fig. 2.5
Whenever users complete an action such as saving a new record, updating existing records, or deleting some records, a message indicating that the action is completed will be displayed (see Fig. 2 .6). 
Main Menu Toolbar
The VFF DB main menu allows the user to access the system's modules: Collections, User Guide, My Account, and Logout.
Collections User Guide NOAA -Voices from the Fisheries (VFF) Welcome username My Account Logout
• Collections -This menu option will allow an authorized user to add, edit and delete a Collection, and to add, edit and delete Interview Records.
• User Guide -This menu option will allow authorized user to access User Guide.
• My Account -This menu option will allow an authorized user to change his/her password.
• Logout -This menu option will allow an authorized user to logout of the system. 
Screen Layout and Mode Switch
The VFF DB screen is divided into two frames below the Main Menu Toolbar. The left side is the Search Frame and the right side is the Edit Frame. To change the size of the Search Frame and Edit Frame, use the following approaches:
• Change the size of the Search or Edit frames. Drag the border bar between the Search Frame and the Edit Frame to increase or decrease the size of the frame (see Fig. 2 
How to Create a Collection
If not already logged into the application, log into the application with your User Name and Password. If you do not already have a User Name and Password, see Getting Started Section for more information about how to log into the application.
• You can create a new Collection by performing any of the following tasks (see a. Enter the Collection Name b. Enter your Preferred Citation for the Collection i. Suggestion: You can prepare written text, e.g., preferred citation, etc. in a text document, and then copy and paste the text to speed entering the requested information. This will be very useful if you have more than one collection to create. • Click on the Save Collection button. You will get the following message.
Click on OK to complete the process (see Fig. 3 .2). 
How to Create and Edit a Collection Curriculum
This step is only used for Collections that are part of a school or community education project. We encourage teachers and community educators to share their curricula with others.
• You must first create a Collection before you can create a Curriculum to go with a Collection.
• Select the Curriculum tab. The screen in Fig. 3 .3 will appear.
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• Select a Subject from the dropdown list. You can select one or more subjects. If you want to select more than one subject like the example shown below, you must select and save each one individually. When you save a Subject, it will appear below the Comment field as shown in Fig. 3 .3 below.
• Enter Comment (Note that the maximum characters you can enter in the box is 2000, including spaces and punctuation.) This is the place to put comments about curriculum associated with your oral history classroom or public education project. When you save a Comment, it will appear below the Comment field as shown in Fig. 3 .3 below.
Select Subjects Here
Enter your Comments Here.
Fig. 3.3
• Click the Save button. You will get the following message (see Fig. 3.4) . Click the OK button. (i.e., .pdf or.mp3 ). An example of a correctly formatted file name is GeorgeJones.mp3. No other symbols (such as # & * " [ +)can be used in the file name. Use will result in the file not working in the data base. You will get an error message when you try to upload the file. To change a file name, the file must be completely resaved using a correctly formatted name. You cannot just "rename" the file using the RENAME function because the incorrectly formatted name will stay embedded in the file and you will still get error messages.
• Scroll down the Curriculum Tab page to the Upload Files section using the scroll bar on the right side of the Curriculum Tab screen.
• Click the Browse button and locate the file(s) on your computer.
• Select the file to upload. It will appear in the Upload field.
• Repeat the process for each file to be uploaded.
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• Click the Upload All button. The uploaded files will appear below the upload field.
• To delete an uploaded file, click the Edit icon associated with the file and delete the file.
How to Delete a Collection
If not already logged into the application, log into the application. [See Getting Started Section for more information about how to log into the application.] • Enter the name of the Collection in the Search textbox and click the Search button (Fig. 3.7) , or just click on the Collection name ( Fig. 3.8 ) in the Edit Frame. • After the Collection information is displayed in the Edit Frame, click on the Delete Collection button to delete the collection (see Fig. 3 .9 below).
How to Edit a Collection
• If not already logged into the application, log into the application.
[See Getting Started Section for more information about how to log into the application.]
• Select Collection from the Main Menu Toolbar
• Enter the name of the Collection in the Search Collection section in the Search Frame.
• Click on the Collection Name to select a Collection. The Collection selected will be populated in the Edit Frame for manipulation (see Fig. 3 • Then… 4. Click on the Create Interview button to create an Interview Record. Enter the required information in all the Tabs described below. Note the required fields are in red.
• Begin Record Tab
Check the box at the bottom of the Release Form (see Fig. 4 .2) to indicate that you have read the release form and are fully aware of its contents. You will not be allowed to proceed beyond this point unless you check the box. By checking the box you are warranting that you have obtained a signed release form from all who participated in the interview you are about to add to the database. You are also warranting that you have fully informed the interviewee that you are putting his or her interview on the NOAA VFF Database where it will become available to the general public. Be sure to read the release in detail before accepting it.
After you click on the check box, the screen will condense so you can enter the following information (see Fig. 4 
.3):
Either: 1. Check the Anonymous checkbox, if the interviewee does not want his/her name to appear, but is otherwise willing to have the interview placed in the database.
Or enter the interviewee's name as follows:
1. Interviewee's First Name (required unless "Anonymous") 2. Last Name (required unless "Anonymous") 3. Middle Name (optional) 2. Abstract (Note: maximum number of characters is 4000 including spaces and punctuation. You can copy and paste from a text file.) This will appear in the search screen and help those who search the VFF DB decide if the interview contains content of interest to them. 3. Comments (Note: maximum number of characters is 4000 including spaces and punctuation. You can copy and paste from a text file.) This provides a place to add additional information you feel helps frame the interview. 5. Click on the Continue to Next Tab button next to the Save Data in This Tab button to move to the remaining tabs so that you can enter the rest of the information about the interview, or just click on a Tab heading to move to that Tab's screen.
• Enter Demographic Info Tab The scroll bar to the right of the screen will let you move the screen to view all the results.
If you can't find the location you want, check this box. 
• Enter Interview Topics Tab
We recommend that you prepare a list of the major topics included in each interview you are donating to the VFF DB before you begin entering the information about an interview. This will speed the entry of this information. You can enter as many topics and subtopics as you want, but you must enter at least one Topic. You are not required to enter any Subtopics. The Topics and Subtopics are used by the database search application to find interviews with particular content by anyone searching the VFF DB.
Enter the following Topic Information:
1. Topic (This is a dropdown list. Select one or more major Topics. You must select them one at a time and save each one as you select it by clicking the Add Topic button.) 2. Subtopic (Once you select a Topic, you can move to the Subtopic drop down list associated with that Topic. Select one or more subtopics, selecting them one at a time by clicking the Add Subtopic button.) 3. The Topics and Subtopics will appear in the Topics included in this Interview frame as you select them. You can delete any of them by clicking the Delete icon next to the item (see Fig. 4 .10 below). There are various ways to enter the Species Information. You can enter only common names, only scientific names, or both common and scientific names. You can enter multiple names, one at a time (see Fig.  4 .11).
1. You enter a common name by typing it in the Species Common Name Field. 2. You enter a scientific name typing it in the Species Scientific Name field. We provide a species search look up table if you want to find the scientific name for a species for which you only know the common name. To access the species lookup table, click the Open Search button (see Fig. 4 .11 above). 3. When all files to be uploaded have been selected, click the Upload All button.
4. The uploaded files will appear below the Upload field. If you do not see a file that you thought you had uploaded, repeat the upload process.
5. Double check that each file is good (not "corrupted") by clicking on it to see if it will open in your computer environment. If it will not open, you may have to resave it, and go through the upload process again to make sure it is okay. It will also be checked by the VFF DB Administrator to make sure it will open before it will be approved for the VFF DB.
6. You can remove a file that you have uploaded by clicking on the Delete icon next to it (see Fig. 4 .14 below). • Submit Interview Tab 1. Click on the Submit for Approval button to submit your interview to the VFF DB system administrator so that your interview can be approved and made available to the public (see Fig 4.15) . 4. Once the interview has been changed to Submitted status, you cannot make changes in the Interview Record, unless you reverse the status back to Pending.
5. It may happen that after submitting an interview, and before the system administrator has approved if for the VFF DB, you decide you want to change some of the information that you entered for the interview. It may also happen that you change your mind about submitting it at all, and you want to delete it. You can do this quite easily. 6. Click the Unsubmit for Approval button. The interview will revert to Pending status allowing you to make changes in the information you have entered (see Fig.4 .17 below). To open an Interview Report, click on the link to view the specific Report of interest (see Fig. 4 .18 above).
A new screen will open showing the report (see Fig. 4.19 below) . You can then save it or print it. 
